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Creating Vehicle Requests 

 

Overview Vehicle requisitions, including additions, replacements, donations and leases, are 
submitted, reviewed, and approved using the State of Georgia Forms in VITAL 
Insights.  The process has three levels of review–agency, Office of Fleet 
Management (OFM) and Office and Planning and Budget (OPB).   
 
There are two types of vehicle requests—an addition to the fleet and a replacement 
for an existing vehicle in inventory.  

 
 

Process 
Overview 

The VR process goes through at least four submittal levels: 

 Agency requestor 
o Completes the initial request and provides new/replacement vehicle 

information, vendor information 

 Agency approval process 
o Every agency has at least one person who approves the acquisition 

of the vehicle and ensures that all necessary agency procedures 
have been followed for acceptance and payment of the vehicle.  

 OFM approval 
o After the VR has cleared the agency approval level, the Office of 

Fleet Management ensures that the agency has met fleet policy 
requirements. 

 OPB approval 
o Finally, OPB reviews the request to ensure adequate funding and 

justification for the purchase. 
 

 

Required 
Information 

In order to complete the vehicle request, the following information will be required: 
 

 Type of vehicle request—replacement or addition 
o If replacement, state-id of vehicle that will be replaced 

 Desired vehicle information (year, make, model, fuel type, alternative fuel 
vehicle, GVW) 

 Assigned status of new vehicle 

 Statewide contract, if applicable 

 Vendor information (address and contact information) 

 Intended use of the vehicle 

 Justification for vehicle purchase including maintenance cost of replacement 
vehicles 

 Budget program information (this information can be obtained from agency 
budget officials) 
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Creating Vehicle Requests 

Step Action 

1.  In the Menu Options, open the State of 
Georgia Forms folder and select New 
Vehicle Request Form. 

 

2.  The Vehicle Request Form window opens as pictured below. Complete the information 
below: 

 

 
 VR Header Information 

o VR# - The system auto-populates a number that begins with the 4-digit Site ID 
for your agency. 

o Description – Enter a short phrase that identifies this request. 
o Site – Select your agency Site ID by typing in either the 4-digit site ID or your 

agency name. 

 Attachments (Optional) - Upload any relevant documents in PDF format. 

 Agency Contact Information - the requestor information is pulled directly from the 
user id record.  

o Contact OFM to make changes to your user record if the contact information is 
incorrect. 

 Purchasing System – Select Other or Peoplesoft. 
o The new system does not interface with Peoplesoft.  This field captures the 

type of purchasing system for this vehicle request. 

 Vendor Information – Select No vendor or Statewide Contract.  (Statewide 
contract information is available on Team Georgia Marketplace website.) 

o No Vendor – Use for donated, loaned, and vehicle types not addressed by 
statewide contract. 

 Enter the vendor name, address, and contact information. 
o Statewide Contract – Vehicle is being purchased from a statewide 

contract. 
 Select the desired contract number from the drop down menu. 
 Select the appropriate vendor name. 

 Vehicle Delivery Method – Select Pickup or Delivery. 
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Creating Vehicle Requests (continued) 

Step Action 

3.  Click Save. You have now completed the agency, requester and vendor information and can 
begin entering specific vehicle information for the vehicle request. 

4.  Vehicle Request Lines  
A vehicle request line must be completed for each vehicle requested even if the vehicles are 
of the same type.  The instructions for quickly creating identical vehicle request lines is 
provided in Step 8.  

 
 

 Click Add VR Line to begin entering vehicle information and Add New VR Line #1 
section expands  

 Select VR Reason - Addition to Fleet or Replacement from drop down menu.  
o If Addition, complete the information below for the new vehicle: 

 Enter the year, make, model, unit cost (cost for a single vehicle) 
 Leased – Select Yes, if vehicle is leased; otherwise, select No 
 Driver Assigned – Select Yes, if vehicle will be assigned to one driver and 

allowed to be taken home; Select No, if the vehicle will be pooled 
 Fuel Type – Select type of fuel for vehicle from drop down list 

Note: Please consider choosing an alternative fuel vehicle, if possible. 

 
 

o If Replacement – Complete the information for the new vehicle and the 
information below for the vehicle to be replaced. 

 Select Disposition Method – Lease Return, Other, sold to Insurance 
Company, Trade-In, Turn in to State Surplus 

 Click binoculars to choose the state ID from the existing inventory 
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Creating Vehicle Requests (continued) 

Step Action 

5.  Justification Questions 
 
Answer the following questions to provide justification.  

 If VR reason is an Addition, Questions 1 & 4 are required. 

 If VR Reason is a Replacement, Question 1, 2, 3 & 4 are required. 
 

 
 

 Provide concise answers to the following questions.   
1. Why does your agency need the new/additional vehicle? How will the new vehicle 

be used if different from one being replaced?* 

 Be specific describing the way the new vehicle will be used i.e. to transport 
prisoners or move landscape equipment 

2. How much have they spent on maintenance in the last fiscal year? (This is 
regardless of the number of miles on the vehicle.)* 

 If vehicle is an addition to the fleet, enter N/A. 

 Provide the best estimate for all PM, maintenance and repair costs for the last 
fiscal year for the vehicle to be replaced 

3. How is current vehicle used?* 

 If vehicle is an addition to the fleet, enter N/A. 

 If vehicle is a replacement, provide a description of how the vehicle to be 
replaced is used. 

4. Explain any funding source other than state or federal funds.* 

 If non-state funds, indicate the name of source for instance if federal grant 
provide the federal agency and/or grant name or tuition or student fees. 

5. Additional information. 

 Provide any other information that you believe explains your need for the 
vehicle. 
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Creating Vehicle Requests (continued) 

Step Action 

6.  EPACT and Budget Information 
Provide the following information on the new vehicle. 
 

 
 

 EPACT Primary Use – Select from the drop down menu. 
o Administrative  
o Daily or short term rental  
o Emergency/medical  
o Interstate/Intercity bus transportation  
o Law enforcement 
o Mixed Use 
o Off Road 
o Other (Please specify) 
o Overnight Use 
o Student Transportation  
o Transit  
o Utility 

 GVW – Select Under 8,500 or Over 8,500 

 PO Number, PO Date, PO Line num – Do not enter at time of vehicle request. This 
information is entered after the vehicle request is approved ,and the vehicle is 
purchased. 

 Budget Fiscal Year 

 Source of Funds 
o If one source for funds, enter 100 in the desired field. 
o If split funding indicate the relevant percentage in each source field. 

 Program ID/Name – Obtain information from agency budget office 
o Enter program code or description.  If you don’t know the program ID but have 

a description or vice versa, you can enter partial information to return those 
programs that match the criteria. 

7.  Click Save VR Line. 



VITAL Insights Training  

User’s Guide  

Creating Vehicle Requests 

 

Page 6 
 

8.  Modify Vehicle Request  
 
Once one vehicle request line is created, the requestor can modify an existing vehicle 
request by editing a VR line, adding additional vehicle requests or deleting the VR Line.  
 

 To add a new vehicle request with the same vendor but different vehicle information 
o Click Add VR Line 
o Repeat Steps 4-7 to add vehicles to the request 

 To duplicate a vehicle request, including the vehicle, justification, EPACT and Charge 
To information for additional vehicles. (See graphic below) 

o Select the existing VR Line that you want duplicated. 
o Click Copy VR Line and all the information for the selected VR will be 

populated for a different VR line. 
 Once created, you can make changes to the new VR line once created 

by clicking Edit VR Line, Delete VR Line. 

 To edit a VR Line 
o Click of the VR Line# 
o Click Edit VR Line and make desired modifications 

 To delete a VR Line 
o Click Delete VR Line and all information for the VR Line is removed from the 

vehicle requests. 
 

 
 
 
 
 
 
 
 
 
 
 

9.  Once you have completed the vehicle requests and all lines, you can click: 

 Save – saves changes made to the VR  
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 Submit To Approve – sends the vehicle request to next level approver 
o An email will be sent to the next level approver 

 Cancel VR – ends the VR so that it cannot be edited or approved 

 Exit – closes the Vehicle Request Form window and opens the Search Vehicle 
Requests window that contains the vehicle requests in your inbox. 

 

 
 

10.  To monitor the VR through the approval process: 

 Click on the Vehicle Requests Search Menu 

 The vehicle request should be listed in the second half of the window.  If not, in the 
Status box, select All Statuses and all vehicle requests for your agency should be 
listed. 

o The listing the vehicle request can be sorted like other listing pages in VITAL 
Insights by clicking on the column heading (click once for ascending order, 
click twice for descending order). 

 

 
 

 
 


